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User Guide for Scheduling Inspections on Citizen Access Portal 

1. Go to www.indy.gov/dce/research and log in with your User ID and password. If you do not have 

a User ID and password, you will first need to create an account. 

 
 

2. Click on “Schedule an Inspection” under Permits and Contractors.

 

http://www.indy.gov/dce/research
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3. Scroll down and enter your permit number in the “Case Number” field. Then click “Search”.

 
4. Scroll down and click on “Schedule/Request an Inspection or Submit a Completion Card”. Please 

note: If you are not logged in or if your User ID is not associated with your contractor license 

information, you will not see the link to schedule inspections. Please email 

contractors@indy.gov if you have issues or questions. 

 
  

mailto:contractors@indy.gov
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5. Choose the type of inspection you want to schedule for your permit. Available inspection types 

vary by permit type. For structural permits, you may choose “ACA – Completion Card – No Work 

Completed” if you did not complete any work and would like to close the permit. You may also 

apply for a permit extension on this page by choosing “ACA – 180 Day Permit Extension”. After 

you have chosen an inspection type, click “Continue” to proceed. 

 

 
 

Structural Permits 

Electrical, HVAC and 

Plumbing Permits 

Permits 
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6. Verify whether the location and contact person for the selected inspection are correct. If you 

need to provide additional contact information, you may do so on the next step. Click 

“Continue” to proceed.

 
7. At this point, you may click on “Include Additional Notes and Certificate of Completion and 

Compliance Information”. This will provide a space for you to add comments or relevant 

information for the inspection or completion card submittal. If you do not wish to add any 

comments, click “Finish” to submit your inspection request.
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8. You will now see the inspection you scheduled appear under the “Inspections/Completion 

Cards” section for your permit. Your confirmation number will be the seven-digit number in 

parentheses next to the inspection.

 


